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ABSTRACT 

*s part of a proiect that identified the specific 
literacy skills required in ten occupations, this report provides two 
levels of instructional inforsation about secretaries. Factual data 
are presented in Parts I and II for use in decision aaking by prograa 
developers, adainistrators, teachers, and counselors. These sections 
note the specific literacy recftrtreaents (reading, writing, listeninq. 
speaking, and aatheaatics) that were identified at three job sites 
and in three vocational training prograas. Part III presents 
instructional aethods/aaterials tha^- adul* basic education teachers 
can use to develop literacy skills while iaparting job related 
knowledge. The lesson foraat is be^d on a directed reading activity 
and includes vocabulary and concept development, sentence and 
organizational structure, silent reading, and skill developaent. 
Appendixes list the technical vocabulary that secretaries need to 
know, the 100 words that represent USl of the language sampled for 
the entire project, and occupational literacy requireaents for the 
ten occupations that were studied. (REA) 
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PROJECT A3BSTRACT 

THE IDENTIFICATION OF LTTERACY REQUIRBIENTS OF JOBS IN INDUSTRY 
AND CORRESPOMDIIN; vocation TRAINING PROGRAMS 



1 , Need Addressed : 

2« Population Serves 
3. Brief Description: 



6. Major Objectives: 



Products; 



Meeting the ^ucatlonftl needs of adults 
vith minixsal literacy skills who wish to 
esitar skilled or sead*skilled occupations. 

Adults with minimal literacy skills. 

Specific literacy raquires^ts (reading, 
vritiLgp listening, speaking, and 
mathematics) of semi-skilled and skilled 
occupations in business, industry and 
vocational training programs were 
determine. The literacy demands of three 
work ccmtexts and training programs for 
each of the ten occnpations were analyzed 
and re|K»rted. 

To provide educators, counselors, and 
administrators with a description of the 
literacy requlr^ents of semi-*skilled 
and skilled occupations and training 
programs to which functionally illiterate 
adults aspire. 

A description of the literacy requirements 
n^essary to !u>ld a Job in each of ten 
occupations and the corresponding 
requirements necessary tc succeed in 
vocational training programs which prepare 
individuals for each of those occupations 
is provided. A booklet for each of the 
t^ jobs was prepared. 
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INTR(S)UCTIOli 

This project was undertaken In response to a need, expresied by 
adult basic educators and counaelore, for Information about the 
specific literacy skills necetiary for success in several occupations. 
The occupations studied had been identified as desirable careers during 
informal Interviews with adults who %»ere enrolled in basic education 
programs In the Lafayette, Indiana area. EaployiMtnt counselors and 
officials of the Office of Career Developi»nt confirmed that the 
occupations Identified for study were appropriate. Because Greater 
Lafayette offers a wide range of occupational and training opportunities, 
the project staff was able to study both job sites and vocational 
training sites for each of the following occupations: account clerk, 
automotive mechanic, draftsman, electrician, heating and air conditioning 
mechanic, industrial maintenance mechanic, licensei practical nurse, 
machine tool operator, secretary, and welder. 

Purpose and Audience 

Thl.s report provides descriptive and instructional Information to 
adult educators at two levels. Factual data are presented In Parts I 
and II for use In decision making by program developers, administrators, 
iead teachers, and counselors. Part III presents Instructional 
methods md materials and is meant fcr use by adult basic education 
teachers. Members of both groups may be Interested in the entire 
report, *'ut In preparing It the project staff atteapted to address the 
needs of the two audiences separately. 
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Procedures 

To Identify reading^ vritlng, spaakiag, listening, nfith^naticSp 
and other characteristics ttfhich are necessary for success both on 
the job and in the training program, three JoH sites and three 
vocational college courses vere studied* 

Required reading materials from each of the six settings vere 
evaluated using two widely used readability fonmilaSi the Dale-ChalX 
Formula and the Fry Readability Graph. Readability eatisates were 
computer assisted* A miniflum 2CX)0 word sasQ^le of written language was 
taken from each site. Special considerations and problems related 
to reading the technical materials were identified, and the relative 
use of reading as a work tool and as a learning tool was determined « 

To identify speaking and listening requirementSi one hour 
samples of oral language were recorded at each Job site snd in each 
vocational college course. Language recorded at each site was rated 
for Its technical and formal qualltleSt and computer-analyzed to 
assess vocabulary and syntax. Written and oral language samples were 
used to develop the Key Teclmlcal Vocabulary List found in Appendix A. 
The cnmhined language samples from all occupations studied were used 
to devi'lop the Highest Frequency Word List found In Appendix B. A 
summarv of the literacy requirements for all ten occupations studied 
is fotmd in Appendix C. 

Urlting sampli'S were obtained at each of the six Bites and used 
fo cUMprmine the? n.itMre of written communication demands on the job 
and iu the vocational training program. 

^\<thematlcs dt^mands were determined tu*"Ough surveys of materials 
from the Job sites and classrooms. Instructors and supervisors 
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rt^ponded to a quest ioniuiirt about the opociflc MthcMtieo akillo 
nacefisary for Job and/or training prograa auceaaa. 

Important non-lltaraey character Ist lea vara idantiflad by 
sup^rvlsorfl who complete a rating acale idhich aaked for their 
estimate of tha lisportanca to job succaas of auch factors aa 
cooperativanaas, reliability » and attitude toward work. 

The following sactlona of this r^ort are organised according 
to the raquirei^nts of the Job^ the requirements of the training 
program » and instructional racom^dations. 
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PART I 
BBQUZHBfQITS ON THE JOB 



Job Sites Stirfied 

At each of three separate Job sites , the literacy desumds of 
one successful secretary wer« studied. Reading, writing, oral language, 
and matheoiatlcs were the specific literacy skill areas examined. A 
private secretary to a university administrator, a secondary school 
office secretary, and a secrctary/receptioaist in the personnel office 
of a large industrial firm cooperated in the study. From each Job 
site samples of reading, writing, and mat hrais tics tasks were obtained. 
Samples of the oral language requir^oits of the Jobs were obtained by 
tape recording a randomly chosen one hour period of on-the-job verbal 
interaction. At each Job site the secretary's immediate supervisor 
completed a questionnaire which was concerned with the importance of 
thirteen worker characteristics. Supftrvi«>rs were also 0:>ked to Identi- 
fy the mathasatics skills necessary for Job success and to estimate 
the amount of time per week that secretaries spent on mathematics- 
related work. 
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ReadltiR Elequirenents 

Strong reeding ekllle ere e critical aspect of secretarial work. 
Supervisor estimates of the aaount of on-the-job tine Involving read- 
ing Indicated that fros 20X to 50% of a secretary's time is soent 
reading. Supervisor resarks. hovever . suggested that these estimates 
wet., probably low. Distinctly different types of reading deaands 
were encountered wirhin each Job site's materials. The laaterials in- 
eluded official docuoients. handbooks, business letterar^tiioe tables, 
schedules, price lists, and docusrants involving tabled informa^on. 

The difficulty of the suiterlals exaainc^ through computer analysis 
at each Job site was consistently very high. The readability esti- 
mates shown below are the resiU.t8 of two readability formulas, the 
Dale-Chall Formula and the Pry Readability Graph. For the materials 
examined, the two methods produced Identical estimates. The estimates, 
however, may be low In that they are near the upper limits of the 
formula ranges. 

Readability Estimates for Job Site Reading Materials 

Job Site One Grade Level 16 to College Orad. 

Job Site Two Grade Level 16 to College Or ad. 

Job Site Three Grade Level 16 to College Grad. 

Frequent task repetition and familiarity with specialized technical 
vocabulaty and writing styles found in the secretarial reading materials 
offset, somewhat, the apparent difficulty of on-the-job ..eadlng require- 
ments. It nay be true that high levels of reading comprehension are 
unnecessary when transcribing and typing letters and manuscripts com- 
posed by others, and that this may rediu:e the need for very high levels 

1 > 
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of secretarlAl reading skills. It is certain* thot^h» that those wto 
composed the letters and other imterlals transcribed and typed by 
secretaries expected and apinreclated good secretarial editing abilities » 
and that such abilities depend in part on good reading ability, to the 
basis of the readability forsula estimates alone, the reading require- 
ments of secretarial work seem to be very high. 

Special Reading- Related Problcaa and Considerations 

In general, on-the-job reading requireiKnts involved formal con- 
versational style as well aa £onaal and technical writing styles , 
such as those presented in Eacample I. An important reading require- 
ment of the jobs studied involved obtaining information from tables 
and charts. The table shown in Example XI utilizes headed columns 
which separate and organize important information. The sentence 
structure in such tables tended to be abbreviated and sljnilar to the 
style used in composing telegrams; unnecessary words such as the , 
and , and that were omitted. 

EXAMPLE II 

Written Information Presented in Table Format 



Course Title 
and Content 


1 Intenc'ed 
Participants 


I^te and Tiae 
Offered 


Location 
of Class 


Prerequisites 
to Attend 


Length 
of class 


Si2e 
of class 


Job Evaluation 
and Classifica- 
tion Seminar 

A discussion 
and slide-tape 
presentation on 
procedures for 
requesting job 
audits; how 
rlerical/service 
jobs are evalu- 
ated and classi- 
fied using the 
NIFES system. 
o 

3 ir ' 


Clerical/ 
Service 

Supervisors 

HOTE: Job E 
avail 
oay b 
Analy 


Aug. 17, 1978 t 
May 10, 1979 . 
1:30 to 3:00 

Aug. 17, 1978 
May 10, 1979 : 
10:30 to 12:00 
a. a. 

Valuation and CI 
able on «i indi\ 
e scheduled by i 
sis Section of I 

H 


STEW 311 
STEW 311 

STEW 311 
STEW 311 

.assificati 
ridualis^ 
luj^rvisors 
Personnel S 

3 


None 

on Seminars are 
departmental ba 
• Contact the 
ervices* 


Ih hrs. 

also 
sis and 
Job 


20-30 
per 

session 
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ESAMFLE III 

Nisoerical Information Presented in Table Format 



ACC riBST AND AITEtiDAHCE REPORT 



DEPT. FOREMAN HONTH 

ALL 
ACCID. 


TOTALS 

LO^ 

TIME 


YEAR TOTALS 
ALL LOST 
ACCID. TIME 


IMCI0EI3CE* 
ALL LOST 
ACCID. TIME 


HOURS 
SINCE 
TIME 


WORKED 

LOST 

ACCID. 


NAME 








3428 




18377 


3200 








1.58 


15651 










1.80 


27237 










2.25 


36644 




8673 



*Year to Date Incidence: All Accidents Based on 20,000 Man Hours - Lost Ti&e 
Based on 200,000 Man Hours. 
Since 



In each of the tables illustrated above the seciataries «>ere 
required to match and Interpret the information pres^ted in vertical 
columns vd.th names or concepts found in the left column* 

Use of Reading on the Job 

Each secretary who participated In the project completed ques- 
tionnaires concerning the use of reading in three separate job-ref- 
lated tasks. The questioimaire results shoved that reading was used 
predominantly as a tool for accosqplishing work* That is, in miost 
sitxiations, the content of ^rtiat mn read was not raaeisbered for 
more than several minutes. When a task requiring reading was done 
on a daily basis, secretaries reriad rather than ra^nbered the key 
information. In this way, precision in accomplishing tasks was main- 
tained because memory-related errors ware avoided. (Examples II and 
III shDw important information \rttlch is carefully reread rather than 
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T&mssBhereA. ) In filing ttoks reported by one eecretary » lapses of 
memory or careless reading could cost Imurs of lost time searching 
for misplaced Information. Similarly, in scheduling school activl-- 
ties, another secretary noted that inaccuracy would cause her little 
personal inconvenience, but the effect on teachers and students 
would be dramatic. She therefore had to use great care in preparing 
schedules and other official mterials. The preparation of official 
business letters also demand^ close attention and careful reading 
in that editing and correcting of spelling and punctuation was often 
necessary. Overall, reading in secretarial work was used to accom- 
plish work correctly and efficiently. On a day-to-day basta reading 
was not used to learn information. 

Writing Requirepents 

The ability to communicate through both Informal and formal 
grammatical written language was required at each of the Job sites 
studied. Writing typically involved the transcription of materials 
written by others in a formal or technical style. Spelling accuracy 
and ability to use dictionaries and similar reference materials to 
determine spellings and word leanings was necessary. Example IV 
presents excerpts from letters done la formal and technical styles 
of writing. 
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Cases of Foxnal and Technical Writing 

A. Formal Style 

"The Board of Trustees of the Lafayette School Corpora- 
tion encourage field trips and tours yAiea they can 
significantly augnent and enrich classroom instruction 
and make classroom centered learning more relevant to 
life..." 

B. Technical Style 

"There could be Jtutification for maintaining exposure 
and Tsedlcal records for use by OSSA, but the consequences 
of..." 

4 

Secretaries were expected to not only prepare drafts of such 
material for official xise but imre expected to *catch" graimatical and 
spelling errors as part of the typing process. ThuB^ while cofiposition 
was not actually required » several components of good written compo-* 
sit ion skills were necessary. Secretaries » of course, had to have 
reading comprehension in order to recognize errors In original drafts. 

Mathematics Requirements 

Supervisors of the participating secretaries rated the importance 
of a subset of mathematics skills Including addition » subtraction, 
multiplication, and division; prcKresses involving fractions; m^^ure- 
ment; word problems; geofi^try and algebra. All supervisors stated 
that accuracy in additiont subtraction, multiplication and division 
of whole numbers and decimal fractions was required. One supervisor 
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noted that the ability to calculate with fracticmal aunhers other 
than decimals was desirable. The ability to use a calculator or 
adding machine was required at two of the job sites and rated as 
desirable at the third. 

The aiaount of tiaae per week spent on mathematics-relate tasks 
was five hours at the university job site, ten hours at the indus- 
trial site, and 20 hours at the secondary school site. The mathe- 
matics skills required of the secretaries were not sophisticated, 
but the required skills were used frequently and, as with reading 
tasks, accuracy was critical. 

Oral Language Requlremaits 

The use of oral language by secretaries ranged from informal 
conversation to formal technical interactions with co-workers and 
supervisors. Recordings of secretarial on-the-job language con- 
tained a large number cf telephone conversations. A formal style of 
spoken English was uniformly used in telephone conversations. Ex- 
ample V presents an excerpt from a typical telephone conversation. 

EXAMPLE V 
Telephone Language 
"Yes, may I talk to Mr. Jones please? I*m calling 
in reference to your telephone etiquette seminar. 
We don't have enough people to hold the class so 
we're going to have to cancel it." 



1 ' ' 
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Because each of the secretariea «ho parcidpated In the study 
was required to represent the oployer Ia contact with the public, 
^ coBsoand of standard, gramatical English was required. For example, 

Che use of phrases sach as "It don*t matter" or "I aln*t gonna do it" 
did not occur in the transcripts of secretarial language as they did 
in transcripts of language from occupations where less formality is 
expected. 

Listening to and following verbal directions was an important 
aspect of oral language at each of the secretarial job sites. Like- 
wise, the ability to take coherent notes for later reference was an 
Important lietening skill for each of the secretaries. Example VI 
presents a situation requiring listening, following directions, and 
note taking. 

EXAMPLE VI 
Listening and Following Oral Directions 
Supervisor: ''Jndy^ here is the m^o that I mentioned* Type 

it up and send copies to Nesbitt, Jim in shippings 
Johnson, and Peters in plants two and three* and 
Becky in accounting. Better send a copy to the 
secretary of the Board » too. I'll need that ABC 
file as soon as it arrives." 

Key Non - Literacy Requirements 

Supervisor ratings of requires^ts important to job success 
brought out the following important non-literacy characteristics: 
good attendance, cooper ativeness, positive work attitude, g(x)d 
standard spoken English skills, neat personal appearance, and 

o Is 
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ability to lollow directions. Bach of these characteristics was 
rated as high or higher than reading and mathematics abilities. 
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SEC^IRQfEMTS OF TBE V0CATI(Bi4L TRAINXHG PKKStAM 



Courses Studlei 

The reading, writing, oral language, and matheoatlcs require- 



secretarial science training program were atidied. The cours^. 
Shorthand, Records Nanaganmt, and Qerical Office Procedures, had 
been detenalned by their instructors and the school adoinistratlon 
to be representative of the training progroa as a i^le. The literacy 
destands placed on students in other secretarial science courses are 
approximately the same as those presented in this report. 

Practical experience was a large part of each course studied. ' 
Students were given planned periods in ^ich to practice the skills 
and concepts presented through lectures and readings. Concrete prac- 
tical experiences may reduce the apparent demands of the training 
program. 

Reading Requirements 

Because of the ne«l to present large quantities of information 
in a limited period of tlxae, training programs typically have greater 



fflents of three courses in a post-secondary vocational collf^e 
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literacy desanda than do the occupations to which they correspond, 
lectures and inritten aatarlals are used In place of the f Irst-hcuid ex- 
perience and Qore peracmaliaad siq^nrlalon vhlch can occur at the 
Job site. On-the-job secretarial training programs typically rely 
on learning by experience. 

Reading materials including t^tbooks, vorkbooks, teacher pre- 
pared handouts » and examinations were studied and rated according 
to the style in which tt^y were written. The rating scale included 
informal, formal, literacy, and technical levels. The materials 
surveyed in the secretarial scioice training program were written 
in formal or technical Styles such as those illustrated in Example 
VII. 

EXAHPLE VII 
Formal and T^hnical Writing Styles 

A. Formal Style 
'•Registered mall provides protection and evidence of 
receipt for valuable and important mall . When this 
service is used, the post office guarantees delivery 
and, in case the mail is lost^ becomes responsible 
to the sender for the declared value of the mall up 
to $10,000." (Fulton, at al., 1977, p. 85) 

B. Technical Style 
"The ou t guide is a heavy (usimlly pressboard or 
plastic) sulde with the word "OUT" printed on its 
tab at a position and in a color so that it can be 
readily seen in a file. Two types of out guides are 
illustrated in Figure 5. 6 - one with a holder..." 
(Johnson, 1974, p* 114) ^ , 



.1$. Secretary 

The level of difficulty of the reading oateriala required in the 
courses studied was detemined by computer analysis using tvo widely 
accepted readability formulas. The Dale-Chall Fbraiula and the Fry 
Readability Graph provided estixoates of the general level of reading 
ability required for conprehenaion of the isaterials. Because the 
estimates of the tvo formilas were not identical, the estimates of 
readability for tvo of the three courses are presented below as 
ranges of difficulty. The programmed format of the workbook text 
and the predominance of shorthand symbols in the third course pre- 
vented the use of readability formulas, which require a sentence/ 
paragraph format. 

REATABILITY ESTIMATES 

Course One 12th Grade to College Level 

Course Two 10th Grade to 12th Grade Level 

Course Three Mo estimate, (Not written in 

sentence /paragraph format). 

Readability estimates do not account for factors such as 
knowledge of a specialized vocabulary or reader motivation. Such 
factors are kno%m to affect reader success in mastering difficult 
material. Special preparation of students and high student moti- 
vation to achieve may therefore offset the Readability of the course 
materials. 

Special Cons idera t ions and Froblema 

The written materials used in the three courses studied made 
extensive use of tables, figures and illustrations. Instructions 



-17- Secretary 

and routines were present^ in Hats of steps which had to be in- 
terpreted and follovmd by the students. Esaaaple VIII Illustrates 
the use of graphic presoitatioaa . 

ESAMPLE VII 
Use of Illustration 




Exan^ie IX presents a sequence of steps to be followed in 
acconipl Ishlng an important task. Lists of steps are frequently 
employed in textbooks to present important a^thods or procedures. 
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EXAMPLE IZ 
An Important Task in Listed Steps 
"3. Count the chsrgesble voi^s: 

a. Tt.e point of origin, date, Inside address and 
signature are transnltted free, as explained 
atK>ve. 

b. The conaaa, period or decimal point, colon, 
semicolon, dash or hyphen, quotation narks, 
parentlwses, question mark, and apostrophes 
when used in the body as ordinary punctuation 
are transmitted as written but not coimted In 
computing the chargeable words. 

c. When names of cities, states, and countries 
of two or more words are used In a telegram 
each word Is counted separately. (Example: 
North Dakota, two words; New York City, three 
words. )" 

Uses of Reading 

In the secretarial science training progrmi reading Is used 
both as a tool for accomplishing work and as a learning tool. 
Classroom exercises resaobling Job tasks are done on a dally basis. 
When fixing, copying of official letters, and carrying out work 
assigned through memoranda is required, reading to do is used. When 
learning and studying is required, reading to learn is necessary. 
Though precision is important in both uses of reading, special prepar- 
ation and organization play a key role in learning and remembering 
through reading. Exaa^les of materials from readlng-to-do tasks are 
found in Example II and III in Part I of this report. Reading-to- 
learn materials are illustrated in Examples VII, VIII, and IX 
above. Instructional Ktrstegles and techniques related to reading 
as both a work tool and a learning tool are presented In Part III of 
this report. 

24 
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Wrttlag RequireaentB 

Many of the tasks Kq|ulred in the secretarial science training 
program required the ability to coaiaunlcate In vrltlng using com- 
plete sentences and standard graoBatical conventione . Textbooks 
and workbooks provided esMaples of different formats for personal 
and business letters. Such training probably is meant to enable 
students to adit ducb correapo^daKe on the Job. felting required 

\ 

\ 

in workbook exercises did not n^ceeearlly dcaand cc»plete seotence 
responses because many of Che questions presented blanks to he 
filled in with only one- or em-mrd responses. Tasks such as this 
are relevant to instruction but my have little resesiblance to on- 
the-job tasks. 

Mathematics Rec^uireioente 

The basic arithmetic processes of a^ition^ subtraction, multi- 
plicatlont and division of whole numbers and decimal fractions was 
seen as a requirement by secretarial science instructors « The 
ability to use a calculator was vieimd as highly desirable. Skills 
involving measurement or finding solutions to word problems were 
rated as desirable but not essential for job success. It steuld be 
stressed th^^c while higher level mathematics skills were not re- 
quired » accuracy in all mathe^tics tasks was necessary. 

Oral Languaije Reguirf*infmts 

Formal and informal English was used in the courses exmilned. 
Lectures were a combination of formal presentation and informal 
discussion. Many classroom exercises were done using aiulio cassette 
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tape recordlnge. The style &f Engl la h ea^loyed on tt^ tape record- 
ings was formal and la illuatrat«i i& Exmple X. 

EXAMPLE X 
Fomal Oral English Style 

A. Formal Instructions 

"The three new, related letters at the end of the dic- 
tation tape are dictated at 45, 50, and 55 words a 
minute. Be sure to practice the shorthand previa^ for 
these letters before you take than from dictation." 
(Leslie, 1972, p. 178) 

B. Dictation 

"Mr. Royal was appoint^ to the Important position of 
manager of manufacturing services. This left open hie 
old position as sales manager." (Leslie. 1972, p. 59) 

Listening and note taking were important skills for the students 
in the training progrimi. Students wY>re also ^pected to find and \ 
refer to specific pages and figures in textbooks during lectures. 
Oral directions were given by instructors, snd students were expected 
to carry out tasks assigned in this way. Often in^>ortant tasks were 
assigned by the instructors using more informal or casual English 
styles than occurred during the recorded lessons. Example XI illus- 
trates such informal instructional language. 



21- Secretaxy 



ESAKPLE XI 
Informl CXaMrooe Oral Bagliah 

"Host letterhMdt, fuiAiiiMs letters, are &g by 11, 
regular typing paper else. How, if some flras have 
sometblng spiK:lal to 8«ui out— an announceo^t or an 
invitation or adding aoaeone to the firm (which w>uld 
also be an annotmcezftent) — they may get a different 
size letter or letterhead. And, of course, i. tells 
you here. . ." 

The use of fonnal, technical, and infonosl styles of English 
in the training program was slailar to that found at the job sites 
studied. The necessity to follow oral directions was also re- 
lated directly to on-the-job tasks. Therefore, in terms of oral 
language style and important tasks involving oral language, the 
vocational training program se^B^ to provide practice in the use 
of skills Impurtant for secretaries on the Job. 
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PAST III 



Project Overview 

The levels of reading skill required on the job and in thn 
vocational training program for secretaries were found to be high. 
The reading materials from each Job site were consistently estimated 
to require ro liege level reading skills. Training program materials 
were estimat^l to require at least high school level reading skills. 
However, it was noted that knowl^ge of key concepts and w>rds and the 
effect- of daily contact with familiar materials may reduce the actual 
difficulty of reading tasks. 

On the Job and in the training program, reading was used both 
as a Cool for accomplishing assigned work and as a tool for learning 
information. Reading-to-do work was^ predominant on the Job, The 
secretaries followed routines such as filing, which required precise, 
daily reading of the sai^ material. In transcribing and typing 
letters, the secretaries carefully edited and proofread important 
correspondence. 
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In the vocatlmal traloifig program^ secretarial studenta vera 
required to read to learn information su^re often than the aecretariee 
on the job. However t rMding i»a freqt^tly uaed aa a work tool in 
ways similar to its use on the J oh. 

Writing at both Job and training sites vas concern^ loainly 
with transcription and typing of ^moranda and letters exposed by 
others. Composition iras not required of the secretaries or their 
training school counterparts » but comprehension of letters and 
n^moranda %m8 necessary in that proofreading and editing for grammati- 
cal » punctuation, and spelling errors was expected by supervisors and 
Instructors, Reading skills, therefore, were used in concert with 
composition skills In such tasks even though the secretaries did 
not actually write the original version of the letters they typed 
or transcribed. 

The level of mathematics skills required of secretaries and 
trainees was not as high as the level of reading skills required. 
Supervisors reported that basic addition, subtraction, multiplica- 
tion » and division of whole ntmibers and decimal fractions (such aa 
1053.35) was required. The ability to use adding machines and cal- 
culators was required at tw job sites. Rated as desirable, but not 
required^ were skills in cofi^ting with fractions other than decimals 
and measurement skill. Precision in mathematics was emphasized at 
all locations. Thus, while high level mathematics skills were not 
expected, careful, accurate work was very in^ortant. 

Oral language used in both on-the-job and training settings 
ranged from informal conversation to formal and technical inter- 

2') 
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actions betmen coworkers aa4 aupanrlsory personnel. At the Job sites, 
fon^l English was required in freqv^nt business-related telephone con- 
versations. In fact, the majority of on-the-job language rea>rded vas 
telephone conversation. 

Job site supervisors rat^ tte following worker characteristics 
according no their contribution to Job success: good attendmice, cooper-^ 
ativeness, positive attitt»le tomrd work, good standard spoken ^lish 
skills, neat personal appearance, and ability to follow directions. Each 
characteristic was rated at least as high as reading an^ mathematics skills. 
Although high level riding skills and accurate use of mathematics ate 
Important to job success, there are other qualities which contribute as 
much more to success on the Job* 

A brief sunsaary of how the literacy requirements of a s^retary com- 
pare to those of the other nine occupations studied is provided in Appendix C. 

Organization of ABE Lessons 

The recommendations which follow are meant to aid teachers and 
, tutors in designing streamlined lessons which develop both literacy 
skills and job-related knowledge. Nearly all of th^. literacy infor- 
mation studied in connection with secretarial occupations and train- 
ing programs wis related to reading. Also, the reading requiranents 
of the jobs and training programs were high. This section, therefore, 
presents a method of organizing lessons which emphasizes reading. The 
method Is based on a directed reading activity (DRA) which Includes 
vocabulary and concept development, sentence and organizational struc- 
ture, silent reading, review, and skill development and practice. 

The guiding principle of the DRA method of les^n organization Is 
that words, concepts, and skills must be Introduced and practiced in 
situations and materials that are true to life. For example. 
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words, sentences, tables, end diagrams should be taken from mater- 
ials similar to those on the Jeb« It may be iH)Ssible to teach all 
of the words on the Key Technical Vocabulary List in isolation, but, 
better practice is to allov ianediate practice in context* The 
best materials for such teaching and practice are manuals and books 
such as those found on the Job or in the classroom. A possible 
problem here is the disparity betimen the readers* skills and 
difficulty of the reading materials* However, parallel materials 
can be developed by teachers and/ or tutors if time permits. 

The value of a DRA approach described below is that it allows 
reading lessons to develop reading skill and usable Job knowledge. 

Notes on Teaching Vocabulary 

The nature of the specialized vocabularies used by secretaries 
are determined largely by the requirements of specific Jobs. There 
are, however, many words which are used frequently in all secretarial 
work; application , maao rand urn . Interoffice , and executive are ex- 
amples of such words. Another group of words used by secretaries 
are used with high frequency in all English language communication. 

Specialized, technical vocabtdary words should be taught so 
that recognition of both the word and its meaning is automatic in 
reading tasks. One type of specialized word is unique to the 
specific job. For example, microswitch has a specific meaning in 
the electronics industry. In teaching words such as this to stu- 
dents who might work in the electronics field, a microswitch or 
picture of a microswitch should be used. In teaching other special- 
ized words and concepts, similar concrete examples should be used. 

3 1 
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A second type of vocabulary word which needs attention In 
ABE reading lessons, Is one which has a coiaaon meaning In everyday 
conammication but which also has a specialized technical aeaning. 
Tree, for example, has a clear meaning to most English speakers. 
Its specialized meaning for secretaries refers to the linage left 
on a carbon copy by a wriidOed piece of carb<m paper. Multiple 
meanings such as these should be taught during reading lessotis. 

It is Important for ABE stwients to be introduced to cosaoon 
high frequency words and the two types of specialized or technical 
words in contexts which are similar to those found on the Job or 
in the training program. Both vocabulary and Job knowledge develop- 
ment are fostered by this proc^ure. 

Teaching suggestions for vocabulary development include the 
following: 

1. Pair the word to be taught with the concept or object 
that it refers to whenever possible. 

2. Introduce the word using an approach which focuses 
student attention on the word. 

3. Be sure that the new word is read in context. 

4. If in doubt, use the general rule that five new words per 
lesson is best for efficient learning and good retention, 
but be flexible. 

5. Review words frequently. 

Sources of Job-relattd vocabulary and concepts are found in 
texts cited in the bibliography of this report. The style of writ- 
ing in such books varies greatly. If possible teacher time could 
be planned for preparing written materials which parallel passages 
in the books. 
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Ho tea on Teaching About thm Stntcture and Organibatton of Text 

The abova auggestiona on teaching vocabulary uords es^baaize 
meaning; i/ords have little uae outside of a meaningful context. 
Even solitary «inrds read froM a filing chart have a tieaningful 
context to the secretary doing a filing task. 

In reading, it is importMit to be aware of special patterns 
of organization. Formal, technical reading materials are organized 
differently frois the slwrt stories and novels used in teaching 
reading to laoBt Americans. The expository style of presenting 
information that is used in textbooks and other specialized or 
technical oiaterial is different at several levels frtm the nar- 
rative style. 

At the sentence level, ABE students slu>uld be taught that 
expository or textbook style often relates cause and effect. 
Sometimes this relationship is clearly stated as in the sentence 
in Example XII A, 

EXAMPLE XII 

Stated and Unstated Cause and Effect Relationship 

A. The bank failed because of poor managestent. 

B. The bank was poorly managed. It f Ailed. 

Often, however, the relationship is not stated as in Example 
XII B. In such cases readers vho are not looking for cause and 
effect connections may miss them. 

At the paragraph level, writers of expository material often 
use a format which states the main idea in the first sentence. 
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The last sentence suoaaarlases the paragraph and may tie It to the 
following paragraph* 

The chapter level of organisation la expository material con-* 
tains many valuable aids to riders. Key uords are ua^ as he^^ings 
to Introduce important sections or concepts. Fictuies, diagrrais. 
tables and figures are us^ to illustrate iiqiorftant ideas. Intro- 
ductions and chapter suomaries are likewise a^llable as aids to 
readers who are prepared to use thra* 

ABE students should learn about style features such as these 
and use them to improve comprehension. Efficient readers use their 
knowledge of expository style to organize their reading. Awareness 
of the use of cause and effect keeps th^ alert for such relation- 
ships. Knowledge of paragraph and chapter organization is used 
to develop a "mind set" which helps to organize Important infor- 
mation. Questions based on paragraph lead sentences » headings, 
pictures and other graphic aids help readers organize, comprehend, 
and remember what Is read. A directed reading activity, described 
in the next section, is a system which enables the ABE student to 
become efficient in using organizational factors as aids to com- 
prehension and iKinory. 

Directed Reading Activity 

This system of preparing for efficient reading may be used with 
individual students or with groups. In groups, it requires very 
little class tln^ to prepare students for reading assignments, 1<t 
both individual and group use it has be«i demonstrated to Increase 
reading efficiency and comprehension* 
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After a review of previously taught » related concepte and 



aeaignaents^ tl^ belav procidures should be follo^rad: 



I. 



Develop Readlneas for Beading the Assignmeat. 



Purpose: 



Motivate 

Set purposes for reading 
I^velop vocabulary 



Teacher role: 



Ask Questions 



How familiar is tlm subject matter 
and vocabulary to your student? 

Teach New Vocabulary - 

Be concrete; write out the words as 
you Introduce them. Use examples such 
as objects or pictures, point out word 
relationships (i.e,, cardiograph and 
cardiovascular relate to cardiac - heart) • 
Have students wirte the words as they are 
tat^ht. 

Ask Questions to Stimulate Interest - 

Focus on titles, pictures, graphs. Re- 
late an anecdote from your own experi- 
ence or one your students might have had. 



II. Direct the Silent Reading of the Assignn^nt* 



Develop questions from sub-headings, graphs, pic tut es, 
and tables. Try to focus on relationships in the as- 
signment. (In textbKiks, useful questions are often 
provided by the authors). 



Have pupils read silently from 5 to 20 minutes to find 
the answers (keeping questions In mind as they read). 



Encourage students to ask for help when they are con- 
fused. Writing questions down in shorthand form is a 
good practice. 
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III. Discuss Student Anowera to (^estloas 

Do not restate the quest lona unleaa necessary. 
Students need to remas^r the queati(ms, or 
they lose the purpose for reading. 

Ask higher level questions to develop comprehension. 
Have student (s) Interpret* draw conclusions, and 
make Inferences as well as recall facts. 



IV. Bli^read as Necessary 

Uhin answers deraonstrate confusion, have the student 
reread the appropriate soall 8ec'4:lon to determine 
the^ reason for the confusion. 

1 

\ 

\ 

V. Follpw-up and Skill Development 

Confusion or lack of comprehension may signal a need 
for eWtra wark on vocabulary, concept building or word 
recognition skill. 

In thli^ phase of the lesson Important mathematics 
and ot^er skills can be related concretely to the 
reading assignment. 

\ 



REMEMBER: \ 



A DRA isia system, a routine, that you want your 
student (i) to learn to use independently. Remind 
your students of this - tell them why you use a 
DRA systems. It will help them now and in their 
future study. 



Reading to Accomplish Wbrk 

the term, reading to do . has been used in research and de- 
velopment projects done for the U.S. armed forces (Sticht, et al. , 
1977). Reading to do refers to the use of reading for the purpose 
of getting work done. It liivolves following written directions 



ERIC 



-31- Secretury 

and reading to find luforaatlon which will b« used ixaaedlately. 
Such information need not hm leaned or raacidicr^. Looking up 
telephone numbers, finding info raat ion in a policy manual, or 
finding important data in a tabla, chart, &r figure are examples 
of reading to do. Preparation of ABE students for reading-to-do 
tasks can be incorporated in a directed reading activity lesson. 

When lesson raaterials contain occupational ly relevant concepts, 
ABE students are given important background inforisation which will 
nake higher level training easier. Therefore, lessons should employ 
materials which are similar in structure and content to those found 
on the job or in the vocational training program. Paragraphs, tables, 
charts, and figures ai^t be used verbatim from on-the-job or in- 
structional materials. Alternatively such materials might be 
paraphrased and reduced in difficulty to match student abilities. 

Given appropriate materials and a period of orientation to 
than, the structural and organizational features of the table, 
chart, figure, paragraph, or chapter should be pointed out to the 
student (see Notes on Teaching About Structure and Organization of 
Text). This is essentially the first step of the DRA described 
above. When the materials have been Introduced, the student should 
be directed to find a particular fact in the material. (In sub- 
sequent lessons the difficulty of the Information-finding task 
should be increased). 

Skill in following written directions can be developed using 
the DRA system and materials similar to Example XIII. 
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BSANFLE XIII 
Wrlteaa Dinctloaa 

1< Listen CO the directions on the Presentation Tape and 
execute those direct ims in Book I. 

2. Do the Suppleaentary exercises for that lesson in Boo'& II. 

3. Coaplete the Self-Check for that lesson. 

4. Take the dictation from the Dictation Tape for that 
lesson, reading hack portions of it from your notes. 

Initial lessons should probably contain no oore than one or two 
steps to follow. 

In in fonaat Ion- finding lessons, the eo^hasis should be on 
understanding and careful identification of the required fact. 
Likewise, in lessons on following directions, understanding and 
careful execution of the required steps oust be emphasized. 

Reading to Learn Infomatlon 

Skill in learning printed information for future use is very 
important In vocational training programs. The reading skills 
necessary for reading to learn (Sticht et ai. , 1977) are taught 
and systematically practiced in directed reading activity Lessons. 
That is. the use of previewing, attention to graphic and contextual 
information, and the organizational factors discussed in Notes on 
Teaching About the Structure and Organization of Text, above, should 
be practiced and learned during each DRA lesson. Questioning and 
rereading, aifeo aspects of the I«A, reinforce iopprtant learning 
skills. 

3s 
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Materiftis used ta read$ng-to-leara lessons » like those ^opioyed 
in readlng*to-^o lesdons, sliould be occupat tonally oriented. (See 
Bibliography). ABE atudoots ^Aio receive reading Instruction through 
Job- related reading materials develop not only reading skills but 
gain important Job knowl^ge as well. 

C cunsellng the ABE Student ' 

The literacy deoands of the secretarial Jobs and training pro- 
gram studied were high. It is iaiportant, therefore, that teachers 
and counselors consider the facts presoited in this report and the 
individual student's levels of motivation and literacy skill devel- 
opment before beginning to prepare the student to enter a secretarial 
Job or vocational training program. Frequency and intensity of 
lessons, choice of instructional materials » and long term duration 
of the instructional program will vary according to the student's 
level of skill, especially in reading. This does not mean that 
students with low literacy skills should always be -discouraged from 
preparing for secretarial work. It does suggest, however, that an 
early and realistic estimate be made of the time and effort re- 
quired to reach the goal of employment or formal training. 

Sunanary 

The literacy demands of secretarial jobs and training programs 
were found to be high. It is probable that experience and familiarity 
with specialized information reduces the perceived demands of Job 
and training tasks. However, the extent of such a reduction is not 
known. 

w v7 
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It was observed that vocational training prograaa for secre- 
tarial occupations provld^i etudente with taeka that were very 
similar to on-the-job tasks. Also, vocational program reading 
materials were shown to present Important training concepts through 
texts which were less difficidt than those found on the job. Read- 
ing research supports the practice of reducing readability levels 
when difficult information is presented in written form. 

Instructional recommendations in this report emphasized the 
development of reading skills. Other literacy and non-literacy re- 
quirements were recognieed as important, but it was clear at all 
Job and training program sites studied that strong reading skills 
were essential. 

The recommended approach to ABE reading instruction was a 
directed reading activity (DRA) because it is systematic and pro- 
vides for essential skill developm^t and practice. Suggestions 
were presented on teaching vocabulary and the use of important 
structural and organisational factors which are related to compre- 
hension. 

Final recoiSBendations sections focused on reading to accom- 
plish work and reading to learn information. These two types of 
reading were discussed separately because they require different 
skills. 

It was reccwicnended that, in using the information 
dations presented here, ABE teachers should be well acquainted with 
the occupational interests and motivation as well as the literacy 
skills of their students. The literacy requirements of secretarial 
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occupations are such that mwB students whose skills are nell 
below ttose required ©ay be unable to achieve sufflcloit skills 
in a reasonable period of time. 
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APFENDIX A 

TECENICAL VCHIABULARY LIST 

This list Is based on the total oral and written samples of the 
language of secretaries both on the job and in the training program. . 
Words included in the most frequent 1000 words of the Kucera-Francls 
list (based on adult language) have been deleted. The list was also 
edited to remove numerals; lables; names of people, places, products, 
and companies; contractions and {MisseBsives ; and colloquialisms re- 
sulting from the oral language aan^les. 

Some words Included in the list are relatively uncommon words 
that occurred in the total language san^le and are not necessarily 
technical terras. Thus, the list siKSuld be treated as a source rather 
than a criterion. The 94 most cocmion words have been marked with an 
asterisk. 

Total Sample Words - 15,259 
Different Words - 2,492 
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abbreviate 

aUirevlatlon 
abilities 

ability 
abroad 

absence 

absences 

absmt* 

academic 

acceptable 

access 

accession 

accidents 

accoasDodate 

accofimodatlng 

accompany 

accomplish 

accordance 

accountant 

accounting 

accounts 

accurate 

accustomed 

achieve 

acknowledge 

acquisition 

active 



actively 
adding 

address* 

addressed 

^dressee 

addressing 

addition 

adequate 

adjunct 

adjusting 

administer 

administrate^ 

admire 

admissions 

admit 

admitted 

adopt 

adopted 

adult 

adults 

advance 

advanced 

advantages 

adversely 

advisors 

affected 

afraid 



agencies 

agency 

agents 

agreed 

agreemmt 

aids 

alms 

aligned 

allgniunt 

alleged 

allotted 

allowance 

allowed 

allowing 

allows 

alphabet 

alphabetic* 

alternated 

amoided 

analyze 

angles 

animated 

announc^nent 

annoyed 

answers 

anticipate 

anticipation 

<f4 



anybody 
apostrophe 

apparent 
appearing 
appears 
appendix 

applicable 

applicants 

application* 

applies 

apply 

applying 

appo intuit 

appreciate 

appropriate* 

approval* 

approved* 

approves 

approving 

aptitude 

archival 

archives 

arise 

arrange 

arranged 

arrangement* 

arrival 



artisans 

aside 

aspect 

aspTOts 

assenbly 

assessed 

assessfi^t 

assign^ 

assignment 

assist 

assistance 

assistant* 

assists 

associate 

assuse 

apsimption 

assurance ' 

assure 

assuring 

atrocious 

attempt 

attend 

attendance* 

attends 

attorney 

attributes 

audio 
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Altd 1a vi All a1 


DIM 


byproducts 


catalog 


circulation 


Aiidif! 






cataloging 


circuastffiice 




Aoank 


calling 


catalogs 


citation 


AitonnAttf* 


block 


calls 


coiterad 


claasea* 


Aii^hAir 


b lover 


casima 


centers 


classification 




bonds 


casqpuses 


certificate 


classified 


AVO 111 


bookkeeping 


cancel 


certlfi^ 


classify 


AVo4 ({4n^ 


b€>oks 


cancelled 


certify 


classroom 


AVArd 


Dorroved 


cancelling 


changed 


clearness 


b AC CA 1 Aur Aa t e 


boss 


cans ^ 


changing 


clerical* 


baftfiAftc 


bottom 


CApabUities 


channels 


clerk 


bal Ance 


DOX 


CApticm 


chaperone 


clever 


band 


IgnLiy 


carbon* 


chaperones* 


clients 


ba86 


Drings 


card* 


chapter 


clock 


baAlf^Al 1 V 


broaden 


cardboard 


characteristic 


clothes 


bAAT 


brother 


cards 


chargeable 


clothing 




buildings 


career* 


charged 


code 


Is A^fMMAO 
li> IS U lU tP 9 


bulge 


carefully 


charges 


coded 




bulletin 


caring 


charts 


cognisant 


&#CK Aucf 


bureau 


carrier 


check 


collection 


ueiiAvxor 


bursar 


carriers 


checked 


colon 


no 1 4 
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bus 


carries 


checking 


colored 


belongs 


DUeixnesses 


carry 


chemical 


combined 


benefit 


buses 


carton 


chemist 


combines 


benefits 


busy 


cartons 


chip 


cosQia 


bcttennent 


buying 


cash 


chosen 


comerce 


biased 


bye 


cassette 


chronological 


commercial 
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cOTntfiMint 

ccmBtttnicate* 

casiiiAsiles 

compared 

compatible 

eoapetence 

co»p«titioa 

competitive 

cotaplaints 

completed 

completing 

ccn&pletlon 

complex 

ccraipliment 

component 

components 

compound 

comprehensive 

comprises 

computer 

computing 

concept 

concerning 

conclusion 

concrete 

condition 

conduct 



ccmference* 

confirmed 

conflict 

confuse 

ranfusion 

ccmnected 

connecting 

conscious 

consecutive 

consent 

consequence 

considerable 

considerate 

ccnsidering 

consistent 

construction 

construed 

consult 

consulted 

consulting 

contact* 

container 

containers 

containing 

content 

contents 

contests 



continent 

continually 

continuing 

contlnnons 

contraction 

contracts 

contractual 

convoiience 

cooperation 

cooperative 

coordinator* 

copies* 

coping 

copy* 

copying 

comers 

cord 

corporation 

correct 

correctly 

correspond 

counselor 

counselors 

count 

coimted 

counter 

courses* 

is 



coverage 

a»vered 

created 

creation 

cr^lt* 

crib 

critical 

cross 

crumpling 

cultural 

cultures 

curled 

current 

curricular 

curriculum* 

custodians 

customer 

danger 

dash 

date* 

dated 

dates 

dealt 

dear* 

decide 

decimal 

declared 



decrease 

de^ed 

defined 

divines 

definition 

delivery 

demand 

d«fflK>nstrate 

departure 

depend 

depending 

depends 

depicts 

description 

designate 

designates 

designer 

designers 

desired 

desiring 

desk 

destroy 

destroyed 

detailed 

details 

detect 

determiner 
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Secretary 




determines 


discontinuous 


ease 


enlightened 


examination 


detract 


discriminate 


easily 


enrich 


examiners 


detrlaental 


discuss 


economical 


iairoll 


examples 


develop 


discussed 


edge* 


^toll^ 


excellent 


developing 


dislike 


edges 


trolling 


exception 


diagonal 


displays 


ediK^atlonal 


enrollment 


exceptions 


dictate 


disposal 


educator 


enrolls 


excess 


dictating 


disposing 


effectiveness 


enterprise 


reused* 


dictation 


difc inctlve 


efficiency 


entrusted 


executive 


dictionaries 


distribute 


efficiently 


envelope 


executives 


dictionary 


distribution 


electronic 


envelopes 


exercised 


differentiate 


divide 


eligibility 


equipped 


exhaust 


differently 


divisions 


eligible 


equivalency 


exist 


difficulty 


double 


emergencies 


equivalent 


expanded 


dig 


doubtful 


emphasis 


errors 


expecting 


dlploiua 


downstairs 


employed 


establish 


expects 


directed 


drawer 


employee* 


establishing 


expense 


directions 


drew 


employees* 


etc. 


expenses 


director* 


driven 


employer 


etiquette 


expens Ive 


directors 


driver 


employing 


evaluated 


explain 


directory 


drivers 


employment 


evaluation 


explained 


disadvantage 


drum 


encompass 


evenings 


exposure 


disapproval 


duplicate 


encourage 


event 


extended* 


disapproving 


duplicating 


encouraged 


events 


extends 


disc 


duration 


ends 


everyone 


extension 


discarded 


duties 


CTgaged 


every time 


extra 


discern 


earns 


enhance 


exact 


extras 
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Secretaz7 



excreme 


flla* 


^ & vi|iMUi w xy 


guidance 


holds 


facilities 


f llmfitrin 


luxxtisse 


guide 


hoses 


factor 




luxxy 


guided 


heme 


factojrs 


f Inanc^lal 


runCkxons 


guideline 


hourly 


factory 




gained 


guidelines 


houses 


faculty* 


f inalv 


gaxxon 


guides* 


hub 


failure 




gai&es 


guiding 


hpiBanitles 


fair 


fixed 


geographic 


handing 


hunts 


familiar 


f 1 ACBHAbi 1 i f"V 


gxoves 


handling 


hurry 


fastened 


f 1 Ana&ahl » 


goal 


nanaset 


hu^t 


faults 


flat 


goals 


handwriting 


hyphen 


feasible 


f lavs 


goes 


happen 


hyphenated 


features 


flow 


go Dye 


harassiM^nt 


hyphenation 


February 


fold 


governeo 


harder 


identical 


federally 


folded 


govemxng 


hazardous 


identification 


fee* 


folder* 




neaaing 


Identified 


feels 


f oTdPTQ 


graded 


headquarters 


identifies 


fees* 


fo 1 1 OWfi 

A. V ^ V' " 0 


graduate 


health 


Identify 


fellow 


f o 1 1 owtin 

Ai w ^ ^ w W U U 


graauated 


heath 


identifying 


fifteen 


f orget 




nelio 


illness 


fifth 


for CO t 


gran tea 


helping 


Illustrate 


file* 




graphics 


hesitate 


Illustrating 


filed 




graphs 


highly 


illustrator 


f ilea 


f raise 


guarantees 


hired 


implementat ion 


filing* 


frames 


guardian 


hiring 


implies 


fill* 


framework 


guardians 


holder 


imply 


filled 


frequent 


guessed 


holdings 


Improve 



I 
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Secretary 



improved 


initiated 


investigate 


kJufi 


Li ISO 


improvement 


injury 


invitation 


knovinft 




iffiproving 


inoculation 


involves 


knnvR 




Inactive 


insatiable 


involving 


label 


1 lflt*fi 


Inadvisable 


inrert 


isolated 


labels 


1 OAVt 


inch 


inserted 


item 


laf*oiier* 

iA. »• %r ^ & 


1 okKAr) 

X WMCU 


included* 


inspect 


itemized 




1 A/* 0 1 1 V 
X W CftX X jf 


includes 


inspection 


items 


laundrv 


XW V«CS W 


incorrectly 


institutes 


itinerary 


lawyer 


1 or* A^lofi 

X w W> Cpft k Xw U 


increases 


instriK!tion* 


January 


lawyers 


locat li3na 


indefinite 


instructor 


Jobs 


lead in 


xvwn.c>u 


independeant 


insurance 


ios 


1 £iAT*n^ 


xougxng 


index* 


insured 


Join 


-L Get L 11 XU|^ 


xogxcax 


indexing 


integrated 


Joined 




XOCICd 


Indicate 


intended 


joint 


les 1 1 ima t e 


1 ofiA 

X WGkw 


indicates 


intense 


jointly 


letterhead 


lots 


indicating 


int^t 


ioy 


1 a 


XUUCIl 


indication 


lnter< om 


July 




iUEtcnxnc 


Indicator 


interested 


jurisdiction 


library* 


TB b n ^ i*v 

IMClik»»4XmS A JF 


indirect 


interfere 


i ustif ication 


11© 


ui&cnxnco 


inferior 


interference 


1 uveti life 




toaii^ 


influences 


irterof f ice 


key 


lifting 


Ul€»X X Xil^ 


inforiB 


interpretation 


kids 


1 &b a 


m A 4 M ^ a 4 w 
uloxn Caxll 


informal 




Kill 


likelihood 


maintained 


inhalation 


interview 


kl-led 


limit 


maintaining 


initial 


interviews 


killing 


limited 


maintains 


initials* 


inventory 


kinds 


liq-iid 


male 
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oeaxxy 


obtaining 


organizer 


managesEien t * 




n A A O O £1 V* > 1 %f 

uGCiioBaFx^y 


occasion 


orientation 




mxcroiorms 


necessity 


occupation 


orienting 




mxcrorecora 


neglect 


occupies 


origin 


fRAntlfil 1 V 
M*Cft«l W«B X X jr 


mxxe 


negligence 


occupy 


original 


margin 


mxmeograpn 


nephew 


occur 


outcomes 




mine 


newspaper 


offer 


outline 




minimum 


nice 


offered 


outlined 


marker 


ulXuUBmiQ 


nondiscriminate 


offerings 


outs 


marks 


inxX]UL.c 


nonresident 


offers 


overall 


match 




nom^lly 


if _a aim 

officer* 


overhead 


materials* 




notations 


offices 


overlook 


maximum 


mi sf lllno 


no ces 


oritciai 


overnight 


meals 


nl'i CSQfkH 


noticeaoie 


offset 


overtime 


measure 


laxospeixeu 


notification 


omit 


paced 


measur emen f 




notified 


ongoing 


packages 


measures 


in JL B uii a e r s L o o u 


notify 


opening 


parentheses 


media 




notiiying 


operated 


parents* 




^fonday 


noxious 


operator 


partial 


ntemn r A n H t iTTt ^ 


motion 


nudge 


optional 


participant 


inoinor i Tf» 

% «« 


mouth 


numbered 


orange 


participate* 


memory 




numeric 


ordered 


particles 


mention 




numerical j y 


orderly 


partners 


mentioned 


named 


numerous 


orders 


pass 


merchandise 


names* 


objectives* 


ordinarily 


passport 


merit 


narrow 


obscured 


ordinary 


payable 


n^ssage 


neat 


obtain 


organized 


payment 



5'/ 
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plftclng 
placiiea 


pri^are 




progrssned 


qualilicatlon 




prepared 


project 


quallf 1^ 




please* 


prepares 


projection 


qualify 




pleasure 


present^ 


d 


projects 


quantities 


nA Cki* "€ 

pis rx tsc w xon 


plus 


preserva 


tlon 


promotion 


quarter 




pocket 


president 


pronounced 


« 

quick 




poxicies 


presaboard 


proof 


qtiotation 




portable 


presuppose 


proper* 


quot^ 




portion 


prevent 




properly 


radius 




positions 


prevents 




proposal* 


rapidly 


n A on ^ 


positive 


primarily 


proposals 


rarely 




post 

* 


priiiary 




proposed* 


rates 


nnis s i on A 


postal 


principal* 


protect 


reaches 




postdoctoral 


principals 


protection 


reader 




posters 


principles 


prove 


rfeaders 




pracise 


print 




provides 


/ reality ' 




practical 


printouts 


providing 


reasonable 


net it Ion 


practxcaiiy 


prior 




provisions 


receipt 


ohll osodKv 

|pra A A A W 0 W ft y 


practice 


priorities 


publication 


receive 


nhnn 0 


precaution 


privileges 


punctuation 


receiving 




preceding 


procedure* 


pupil 


recognize 




preaetensine 


procedures* 


pupils* 


reconmend 


nhf xiaAc 
pile aoce 


preface 


processing 


purchase 


re coi^mdat ion * 


pictured 


preferred 


producers 


purchasing 


recofflffwnded 


pictures 


prefixes 


product ^ 


purposes 


recordings 


pieces 


preliminary 


productivity 


porposive 


records* 


placement 


premises 


profession* 


{Hits 


recreation 
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reducing 
reduction 
rael 
refer 
reference 
references 
refer^clng 
referral 
referrals 
refferr^ 
referring 
refiled 
reform 
refrigerate 
refund 
; refundable 
refunds 
regarding 
region 
regional 
register 
registered 
regletera 
registrar 
registration 



regular* 




renugst ing 


regularly 




rAoucflf'fi 


regulated 






reeula t ion 




reifuxresenw 


reftulator 




requxres 


rehash 




requxsirxon 




It 


reseiBoience 


relection 




reserve 


related 






relating 






relation 






relatively 




r espec L xve 


relevant 






relieve 




responoXDxe'* 


rer^ifision^ 




res r r xc t xon 


reifiodelins 




recaxnxng 


reiaote 






rei&oval ' 




r^cxreQ 


removed 






removing 




recumxng 


rented 




re^urnfi 


repair 




ITg V X€tW 


reports 




revxeveo 


representat-'on 


reviewing 


represents 




reward 


request* 




rich 


requested 




ridding 



rJLval 




rose 


sectional 


routes 


sections 


i 

rtibber 


secure 


ru^e 


secured 


rules* 


securing 


safer 


security 


safety 


selection 


saint 


self 


sake 


sell 


salary 


sells 


salutation 


semester* 


satisfaction 


s&Bc^ters 


satisfactory 


semlcoloh 


satisfy 


seminar 


Saturday 


seminars 


save 


send 


schedule 


sender 


scheduled 


siding 


schedules 


sentence 


scholar 


sentences 


sciences 


separate 


script 


separately 


sealed 


sequaace 


searcher 


serve* 


seats 


serves 
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Secretary 





sixth 


•peclAllze 


stored 




seMBlons 


sized 


specialities 


*storlii9 


aunariniT 


seta 


sizes 


ep^lflcal 


stress 


aunervise 


setting 


akUled 


spi^lf led 


atreeaed 


MinAi^f 4 filial 




skills 


speed 


Stripes 


stin AW *ifi inn 


sheets 


skin 


spell 


strife 


fltunfiirvi Ro p A 


shelves 


slash 


spelled 




owe%e% I 4 AO 

suppxxes 


shop 


slide 


spelling 


stuSfed 




shorter 


slides 


striding 


fit Vl Mi 




shorthand 


slight 


sponsored 


subcontract 


V wi* ora 


should 


slip 


sponsors 


subdivided 


fiufinet^ tia 


shoving 


slippage 


spouse 


c iih fl 4 v4 fij. on 


Oil o4^4 4 #wi o 
Gf Uq^A^C XQIlo 


shows 


slips 


sjKiusea 


subi ecta 


|« JU W 


sign 


slow 


staffed 


submia a ion 


9 jr O ^UCl V X V> 


signal 


smack 


stamped 


submitted 


tnK 


signals 


smaller 


stamps 


finbfif^flhp 

o w aw A, Jk M 




signature 


smoking 


standards 


subscsouent 


tAbfi 


signatures 


smudges 


standpoint 


substitute 


takes 




smudging 


stapler 


substitution 


talks 


significant 


societies 


star 


aubavstem 


t 


signify 


solve 


static 


O U Ql o w CnLOO 




signing 


someone 


status 


fi tic* pd in 0 


t|^CU 


silent 


sought 


steochlldren 






sincere 




Stimulating 


stiff ic lent 


teacher 


sincerely 


sparingly 


stocks 


suggacted 


teachers 


sister 


speaking 


storage* 


suggestion 


telegram 


situations 


specialist 


store 


siasmertlme 


telephone 
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S«cretary 



talis 


tons 


^ vnjRjfl* 4 ^ A V* 


ucixiseo 


%nilK 




torque 


cypfwiTAdng 


vacation 


wants 






typical 


valuable 


wei^t 




%. \^ mm y. 11 


typing" 


valuM 


wtalding 


tends 




ultuiate 


van 


whenever 


terminate 




unable 


varies 


whereatK>uc 


teziaii> ited 




unacceptabl e 


variety 


widely 


testing 


toxicltv 


muXuKGn 


vastly 


wider 


tests 




uncertain 


vendor 


width 


text 


transfer 


uncer^aucy 


verlfi^ 


willful 


textbook 


transferred 


uncier graduate 


VET if y 


winning 


textbooks 


CrAnfilur enf' 


unoerxies 


veterans 


winter 


texts 


transE&itted 


una er X X n ing 


viewer 


wishes 


thank 


1.& oiiBpaxrcnc 


underneath 


^dolatlon 


wishing 


thanks 


transDortatlon* 


unoerswOOu 


violet 


witch 


thinner* 




undertaking 


visa 


withdrawing 


thirty 


treasurer 


uueKcus^u 


visible 


wither 


thoughtful 




unique 


visiting 


wonder 


thoughts 


trend 


uni*c^ 


visitor 


i^rkable 


till 


rrendfi 


units 


visual 


workplace 


tips 


trip* 




Visuals 


workshop 


title 


trips* 


unless 


vocabulary 


wrinkle 


titles 




unusuaj. 


void 


wrinkled 


w06 


truly 


useful 


voluiBes 


wrinkling 


together 


trustees 


useless 


wage 


write* 


tool 


tuition 


uses 


wages 


writers 


tools 


typed 


utilis^ation 


wake 


writes 
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yesterday 

yours 

yourself 
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APPENDIX B 
HIGHEST FREQUENCY WORD LIST 

The 100 vords on the following page represented 45% of the 
vords used In all the language s^pled. This list Is based on the 
combined oral and wrlt:ten language samples from all occupations 
studied. It shovs the vords used most frequently by adults In the 
ten jobs studied and in the vocational training programs 
corresponding to those Jobs. 



Total Words - 180,000 

Total Different 

Words » 9,000 
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the 

of 

to 

and 

a 

la 

in 

it 

for 

that 

you 

be 

or 

on 

are 

I 

this 
with 
as 

by 
il 

have 

all 

at 

frosB 



will 
one 
not 
an 

there 

can 

mhen 

out 

we 

which 
what 
do 
up 

pressure 

two 

so 

they 
here 
other 
ok 

right 

no 

used 

may 

should 



your 

was 

get 

has 

wast 

any 

he 

got 

know 

then 

don't 

each 

air 

check 

that*s 

but 

system 

through 

valve 

going 

well 

i^e 

than 

it's 

go 



see 

more 

these 

into 

just 

them 

down 

time 

about 

been 

some 

business 

how 

its 

back 

over 

work 

would 

temperature 

also 

where 

now 

only 

like 
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APPENDIX C 

SWWAPY OF OCCUPATIONAL LITERACY REQUIREMENTS 



This appendix presents a brief smmsary of the literacy 
requlreanents for all ten occupations studied. 



5>^ 
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SUmAXY ifr OCCUPATIONAL LITERACY REQUIREKENTS 



On Tlf Job 





Reading 


Katheoatics 


Reading 


Hachesiatice 


Ac cow t 
Clark 


College to 

college 

graduate 

level 


addition, sub- 
traction, multl**- 
plication, dlvi- 
aion, decimals, 
fractions, busi- 
ness Machines 


11th grade 
to oolite 
graduate 


eddieioQf eub* 
traccicm, muX^ 
tiplicatloQ, 
diviaiont frac-* 
cionSi deciaala. 
algebra 


Autowtlva 
Maclmie 


9th to 
college 
graduate 
level 


basic processes, 
deciasls, frac- 
tions, Measure- 
fMsnt 


9th CO collage 
graduate level 


baeic proe«geM« 
deeinala, frac«» 
tiou* Maeure-* 


praftmiD 


10th grade 
to college 
graduate 


baaic processes, 
through geooaetry, 
algebra, trigonom- 
etry 


9th grade to 
college level 


baeic preceeaea, 
througlh geoBetryt 
algebra, trlfo^ 
noMtry 


Elactrlcian 


college to 
college 
graduate 
level 


baaic processes, 
throguh geometry, 
algebra , trigo- 
ncKietry 


10th grade to 
college gradu- 
ate level 


baaic ptoceeaw, 
tbrou^ geoMtry. 
alert ra. trleo* 
noswtry 


Heating and 
Air condi- 
tioning 
Mechanic 


10th grade 
to college 
graduate 

level 


basic processes, 
decisals, frac- 
tiona, measure- 
Mentf algebra 


11th gr^e to 
collese ftradu— 
ate level 


baaic proceaaee, 
fractiona. daci* 
■alSy MeaaurMeot 


Induatrial 

Maintenance 

Mechanic 


10th grade 
to college 
graduate 
level 


basic processes 

through 

trigonosietry 


10th grade to 
collcae sradu^ 
ate level 


baaic proceaaee, 
decinala . f rac- 
tiona, MeaauraMSPi 


Licanaad 

Practical 

Sursa 


IDth grade 
to college 
level 


addition, and 
Bubtraction — 
■ore necessary 
to dispense 
Medication 


12|h grade to 
college gradu- 
ate level 


addition and 
subtraction 


Machine 
Tool 

Operator 


9th to 

college 

graduate 


baaic processes, 

deeiaals, 

M^surecaent 


9th grade to 
college level 


baaic proceaaee, 
deciMala, Beaeure- 
Ment 


Secretary 


College to 
college 
graduate 
level 


basic processes, 
decisals, frac- 
tions, business 
Machines 


10th grade to 
college level 


baaic proceeaee. 
deciMala* buai-^ 
oeaa Machinea 


Welder 


few Mater- 
ials— ready- 
ing of singla 
vord informs- 
tlon required 


baaic processes, 
fractions, decl- 
Mais, Meaaurement 


8th grade to 
college gradu- 
ate level 


baaic proceaaee • 
fractiona, deci* 
Mala, Meaaure- 
mmtf algebra 
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